Process Flowchart

State Employee of the Month
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Agencies submit nominations to State SEOM
Coordinator

\ 4

Distribute the nominations to the Selection Committee
for their votes

A\ 4

Tally votes from Selection Committee to determine
which nominee will be selected as SEOM

\ 4

Contact the Gov. Office to verify that SEOM will be
recognized at monthly public proclamations ceremony

A\ 4

Contact Agency Coordinator:
Send information sheet and check list for them to complete
Give them date of ceremony & verify that SEOM is available

A\ 4

Send letters to the winner, those not selected and the
runner up. Add runner up to next month nomination
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Order the plague from MVE
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Fax SEOM information to News Tribune and inform
Division Management Team of ceremony date
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Create “script” for ceremony and send it to the
Governor's scheduler
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Attend ceremony:
Take the plaque
Ensure EOM & speakers (if any) are present
Take digital camera for pictures

Follow-up:
After ceremony — inform department coordinator
of the procedure to use if copies of
pictures taken at ceremony are desired
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